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In cooperation with the U.S. Small Business Administration, the U.S. Department of Defense, and the Illinois Environmental Protection Agency

Printed on Recycled Paper

POLICY NOTE NUMBER 06-02
TO:

ALL NETWORK CENTERS

FROM:
Mark A. Petrilli, Illinois SBDC State Director

DATE:

May 12, 2006

RE:

FEINs for WebCATS
PURPOSE:
To communicate the requirement to collect FEINs for center clients.

BACKGROUND:  Currently the number of actual jobs created and retained by clients as a result of assistance provided by the centers, along with additional economic impact results, are entered into Illinois WebCATS following the centers receipt of proper client verification.  The numbers of client reported jobs created and retained are also entered into the DCEO reporting system by SBDC Lead Center staff.  A Federal Employer Identification Numbers (FEIN) is required in both Illinois WebCATS and the DCEO  Wins reporting system.  All centers must collect verifiable FEINs for all clients that have FEINs and enter them into WebCATS.   
PROCEDURE:  When inputting client information into WebCATS, you must now enter a legitimate FEIN for the client company you are working with.  A blank for the client company’s FEIN has been/will be added to the Client Request of Counseling and Verification forms on CenterConnect.  However, please note that the FEIN field will only become active during the edit mode in WebCATS. First, you must complete the company profile and save the record.  Then, you must edit the record and add the FEIN.
If the client does not have employees and therefore does not have a FEIN, you may put “1’s” in the FEIN field in WebCATS.  However, without a valid FEIN the jobs created and jobs retained information will not be captured in the DCEO Wins reporting system.  Added importance is being put on program performance and the changes in jobs created and retained are key performance factors that may effect future funding for all programs.  Please explain to your clients the importance of providing their FEIN to allow for the proper tracking of program performance.  You must make every effort to capture and record this important information to receive full credit for your business development efforts. 
EFFECTIVE DATE:  Immediately

ATTACHMENT(S):  None.
INQUIRIES:  Contact your Network Center Coordinator if you have any questions regarding this Policy Note. 
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